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ATTACHMENT 4.11(b):  Comprehensive System of Personnel Development

The Division of Disability, Aging, and Rehabilitative Services,
Vocational Rehabilitation Services faces many challenges as it
strives to meet the needs of people with disabilities so they may
prepare for and engage in gainful employment.

The State of Indiana has chosen to pursue the national standards
established for pursuit and implementation of the Comprehensive
System of Personnel Development due to the absence of a state
licensure for vocational rehabilitation counselors.  Indiana has
chosen the national standard of a masters degree in rehabilitation
counseling or related area as its educational standard.  Counselors
who have previously met the CRC standard with less than the masters
degree and have maintained their certification through the
necessary hours of continuing education will be considered to have
met the required standard.

Indiana’s Human Resource System is inclusive of a Human Resource
Development Plan to provide training, education, and staff
development to ensure that staff are knowledgeable and skilled in
the ever-changing field of rehabilitation.  An annual needs
assessment survey is conducted to identify training needs.  The
past two years we have enlisted the assistance of the SECT Center
in conducting the annual training needs assessment.   Training
needs are also identified by analyzing quality assurance review
results and training content is individualized based on these
results. Unlike the other states in Region V, Indiana does not have
an RSA funded masters program to prepare counselors to work in the
State Agency.  However, Ball State University has graduated
approximately eight students this past year out of their masters
program.  To support the professionalism of our staff we have put
into place a system of tuition reimbursement for the Masters in
Rehabilitation Counseling program at Ball State University, as well
as other  accredited masters programs.  We are working with Ball
State University to establish a distance learning program to make
masters level coursework accessible to counselors across the State
of Indiana.  The first course will be offered in the Fall of this
year.  We have begun discussions with Indiana University/Purdue
University to determine how they can assist us in obtaining the
coursework needed to prepare counselors to qualify to sit for the
Certified Rehabilitation Counselor exam.  I.U.P.U.I is looking at
what it would take to establish a Masters in Rehabilitation
Counseling Program. Other distance learning opportunities have been
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made available to counselors such as Internet coursework through
Utah State University.  In addition, the Agency is assisting
counselors with payment of CRC application, examination, and
maintenance fees until these funds are exhausted.  Funds for
tuition reimbursement and CRC accreditation will be obtained from
the In-Service Training grant.

The State's biennium budget process addresses the annual (for each
year of the biennium) numbers and types of staff to be employed. A
component of the HRD plan includes identifying and meeting future
staffing needs.  Monthly reports are prepared and shared with
management that include ratios of VR counselors to customers.  In
addition, management team analyzes staffing needs based on
projections of the number of people to be served and the number of
people expected to retire.  We have consistently hired 10-12 new
counselors per year, however in the next five years we will need to
look at increasing this number to fill the vacancies of an
increased number of employees reaching retirement age and to
address the steady, but slow increase in caseload sizes. The
projected number of customers to be served is among the data
reviewed in consideration of staffing levels.  Ultimately, the
State Budget Agency determines if requests will be considered.

Annually, a Training Plan that addresses current and projected
human resource training needs is completed.  The projected
personnel training needs are based upon an annual needs assessment
and initiatives as reflected by the Rehabilitation Services
Administration, as well as the results of quality assurance reviews
and customer satisfaction surveys.

The Division of Disability, Aging, and Rehabilitative Services has
an Equal Employment Opportunity policy.  It states that the
Division of Disability, Aging, and Rehabilitative Services will be
fair and equitable in its relations with employees and applicants
for employment without regard to race, color, religion, national
origin, ancestry, age, sex, or disability.  With this in mind,
Vocational Rehabilitation Services has increased its efforts in
coordination with State institutions of higher education and
professional associations to recruit, prepare and retain qualified
personnel.  Regular participation in job fairs at postsecondary
institutions is used as a means of recruiting professionals.  A
pool of minority applicants is maintained to increase the number of
qualified minorities available for hire.  A significant number of
VRS employees are people with disabilities.
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The procedures and activities that are undertaken to ensure that
all personnel employed are appropriately and adequately trained and
prepared are outlined in the attached Training Plan.  The training
initiatives identified are directed toward all levels of staff.  A
needs assessment is conducted annually using external entities such
as the Supported Employment Consultation and Training Center and
internally at the time of each person’s performance appraisal.
This information is then used to develop a  plan to meet both
individualized and statewide training needs.  The establishment of
a Masters level program in the State ensures a system of continuing
education.  In addition, staff are encouraged to participate in
locally offered training as well as national level training.
Certified Rehabilitation Counselor (CRC) credits are given for all
agency sponsored training that meets CRC criteria.  This is done to
assist Vocational Rehabilitation Counselors in maintaining
professional accreditation.

Standards for all job classifications are approved by the Family
and Social Services Administration, Department of Human Resources,
and State Personnel. These standards are based on a Job Analysis
Questionnaire that is completed by staff in those classifications.
Currently, the Department of Human Resources is working closely
with the Vocational Rehabilitation Human Resource Director and
employee union representatives to rewrite the existing Job Analysis
Questionnaire.  When this is completed, the Human Resource staff
will job shadow counselors to determine if the current
classification and salary level is appropriate.  Both the Human
Resource Department and State Personnel have been apprised of the
Rehabilitation Services Administration’s laws and regulations in
reference to the Comprehensive System of Personnel Development and
the need to hire counselors with masters degrees. Although the
standards have not yet been changed, new job postings for
counselors may now indicate that training beyond the bachelors
level is beneficial.  Since the need for masters degrees has been
identified, more than five counselors hired have masters degrees in
counseling areas. Until such time as State Personnel changes the
educational requirements for vocational rehabilitation counselors,
Vocational Rehabilitation Services makes the commitment to bring
all new counselors up to the required standard as outlined in this
State Plan.

The Region V RCEP conducted a survey to determine what counselors
need to meet the requirements of the CSPD.  Indiana participated in
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the survey.  There are 165 Vocational Rehabilitation Counselors in
Indiana.  Two counselors do not have bachelors degrees; 96
counselors have bachelors degrees; three counselors have masters
degrees in unrelated areas; 24 counselors have masters degrees in
rehabilitation counseling or related areas;  and 40 counselors have
CRC accreditation.  The 40 counselors who have CRC accreditation
are considered to have met the state standard as it is outlined in
the State Plan.  The 24 counselors with Masters degrees in
rehabilitation counseling or related areas will be encouraged to
apply to sit for the CRC exam if they have taken all the necessary
courses as outlined by the CRC requirements. They will have access
to reimbursement for examination fees.  Of the 24 who have masters
degrees but do not have all of the core courses necessary to sit
for the CRC exam, the necessary core courses will be included in
their individualized plans to obtain CRC accreditation.

The raw data from the survey conducted by the Region V RCEP will be
the basis for the development of individualized plans for each
counselor to work toward obtaining a Masters degree and CRC
accreditation.  These plans continue to be completed by counselors
as they determine what choices are best in the face of limited in-
state programming. Indiana will have all counselors meet the state
standard within nine years unless lack of resources prevents this
from occurring.  As the Agency expands the available opportunities
for counselors to access the required coursework, more options will
be available to counselors in the development of individualized
plans.  At a minimum, plans will include at least one course per
semester for each counselor who does not meet the state standard
and the Agency will be responsible for tuition reimbursement.  The
CSPD evaluation plan will consist of an annual review to determine
that the individualized objectives are being met. Progress toward
the state standard will be monitored.  It is anticipated that the
two counselors who are currently working toward bachelors degrees
will meet the state standard of CRC certification within nine
years.  The 96 counselors with bachelors degrees will meet the
state standard within eight years.  The three counselors with
masters degrees in unrelated areas will meet the state standard in
six years.  Should the opportunity for equivalency testing in which
credit is given for knowledge incurred on the job become available
and approved by RSA, Indiana will participate in such testing.

Every attempt is made to hire staff who are trained to communicate
in the native language or mode of communication of customers who
access VR services.  Specific Counselors across the state are
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designated as Rehabilitation Counselors for people who are deaf or
hard of hearing, as well as people who are blind or visually
impaired.  The Division of Disability, Aging, and Rehabilitative
Services also attempts to fill these positions with staff who have
proficiency in American Sign Language or expertise in working with
individuals who are blind and visually impaired.  All Area offices
have braille printers to better accommodate the needs of
individuals who are blind or visually impaired.  The compatibility
of these printers with the new technology will be addressed to
ensure they are fully functional.  In addition, we continue to
provide funds for Counselors of individuals who are deaf and hard
of hearing to enable them to pursue sign language training to
increase their skills.  This same funding can be used, where the
need is identified, for foreign language proficiency.  Brochures
and forms are printed in Spanish.

The Division of Disability, Aging, and Rehabilitative Services is
committed to making reasonable accommodations for all staff who
have disabilities.



Attachment 4.11(b):  Page 6 of 11 Pages
Effective Date: July 1, 1999

TRAINING PLAN

In a continuing effort to increase the expertise and
resourcefulness of Vocational Rehabilitation Counselors in
providing rehabilitation technology services to customers,
counselors will be given the opportunity to access training
sponsored or co-sponsored by the University of Wisconsin-Stout.  We
will participate in training co-sponsored by Wisconsin Stout in
1999.  Participants will be expected to exhibit increased knowledge
of when and how to use rehabilitation technology to help their
customers obtain or retain employment or make reasonable
accommodations for employees with disabilities.  Vocational
Rehabilitation Services works closely with the Accessing Technology
Through Awareness in Indiana project to provide technology training
and up-to-date information on research in rehabilitation technology
to all staff.

Indiana Vocational Rehabilitation Services uses the resources of
the regional rehabilitation continuing education program (RCEP),
colleges and universities and information gathered from other
states to keep staff up to date on research in rehabilitation.
This information is discussed and disseminated through various
training programs conducted by the State Agency.  As counselors
gain Internet access across the state, appropriate informational
websites will be shared.

Since the Division of Disability, Aging, and Rehabilitative
Services, Vocational Rehabilitation Services is automating the case
management system, staff will receive computer training.

To ensure that all 110 Clerical Support staff receive the
opportunity to further develop skills, the Division of Disability,
Aging, and Rehabilitative Services will participate in the
centrally located annual Family and Social Services Administration
two-day Support Staff Conference.  The conference will cover such
topics as cultural diversity, time management, disability
awareness, and customer service.  Presenters are employees of the
State Hospitals and private consulting firms.

The need for medical aspects training on disabilities such as
specific learning disabilities, traumatic brain injury and diabetes
continues to be reflected on needs assessment results.  Counselors
need to know how to request and evaluate thorough diagnostic
studies on specific disabilities in order to make timely
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eligibility decisions.  Medical Aspects Training will be held at
the regional level whenever feasible.  Contracts will be developed
with Medical Specialists if the topics cannot be covered by general
practitioners.  Participants will be 220 Vocational Rehabilitation
professional staff and 15 professionals from Blind and Visually
Impaired Services.

Introductory and Skills Development Training will be held on an as
needed basis and at least quarterly for new Counselors.  This
training involves six weeks of self-study, workbook completion, and
job shadowing at the local level and 10 days of centrally located
classroom training by in-house consultants on the rehabilitation
process.  This training also includes specific program initiatives
such as Transition and Supported Employment and specific disability
information.  One psychologist is hired to present on interpreting
psychological testing.  Information on counseling techniques and
vocational counseling with diverse populations is presented.

Counselors who have recently been assigned to serve customers who
are blind or visually impaired are given six days of training over
a two week period to learn the basics of working with people who
have this disability.  The curricula includes an overview of the
disability in its various forms, psychosocial implications, special
vocational rehabilitation needs, job opportunities, and
availability of technology and special services.  Expected out
comes include better decision making and service provision by the
Counselors resulting in more appropriate and long lasting
placements and more customer satisfaction.

Quarterly meetings will be held for the fourteen Rehabilitation
Counselors for the Deaf to provide ongoing training and technical
assistance to improve services to persons who are deaf or hard of
hearing.  Continuing training and technical assistance for all
staff who serve customers who are blind or visually impaired is
planned to occur in one day meetings twice each year.  Participants
will be Counselors serving customers who are blind and visually
impaired, all Itinerant Rehabilitation Teachers, staff from Bosma
Rehabilitation Center, and all Business Consultants for the
Randolph-Sheppard program.  On-going training needs assessment and
technical assistance will be available throughout the year.  The
purpose of the RCD meetings and Blind Services meetings is to also
keep staff up-to-date on the latest research in rehabilitation
technology.  Better service provision to customers and more
customer satisfaction should result from these meetings.
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The Division of Disability, Aging, and Rehabilitative Services,
Vocational Rehabilitation Services contracted with the Department
of Counseling Psychology and Guidance Services at Ball State
University in Muncie, Indiana to assist in establishing a Masters
level program in Rehabilitation Counseling.  Ball State University
has also applied for a Rehabilitation Services Administration long-
term training grant to help establish the Masters program.  There
was no other Masters level program in Rehabilitation Counseling in
Indiana.  The program began in August 1993.  Tuition reimbursement
has been included in the in-service training grant for Vocational
Rehabilitation Counselors, Consultants or Area Supervisors to take
one three-hour course within the program for the second semester.
The Division is committed to the professional development of all
staff and is very enthusiastic about the cooperative working
relationship with Ball State University. Professionals from Ball
State University have agreed to assist in presenting workshops two
times per year on core courses such as vocational counseling,
diagnostic interviewing and working with culturally diverse
populations.  These workshops will be for all new Counselors and
all other Vocational Rehabilitation Services staff who are
interested.  The Region V Rehabilitation Continuing Education
Program will also be used as a resource in identifying appropriate
presenters to cover these core courses. In addition, discussion
with Indiana University/Purdue University will further enhance
training opportunities for Vocational Rehabilitation Counselors.

As we continue to incorporate customer choice into
counselor/customer relationships, it becomes clear that customers
must have options presented to them within a positive counseling
relationship.  Training in counseling techniques will also be
included in the series of two-day workshops and will address
customer involvement and choice.

Our 25 Area Supervisors and 10 Management staff will continue to
have access to training with other supervisory personnel from the
Family and Social Services Administration.  This training series
will be offered annually on a regional level and consists of
sessions on labor relations, ethics, team building, progressive
discipline, performance appraisal and cultural diversity.  The 25
Area Supervisors are also scheduled to receive leadership capacity-
building training so that they can improve their support of the
counselors at the local level.  A stewardship model is being
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adopted by the Agency to allow decision-making to occur as close to
the customer as possible.

The Division of Disability, Aging, and Rehabilitative Services,
Vocational Rehabilitation Services is committed to actively
addressing the needs of individuals with disabilities from minority
backgrounds.  A series of steps have been taken to ensure active
recruitment.  All staff will participate in Cultural Diversity
Training.  An agency Minority Task Force developed a business plan
with action steps to be taken for ongoing recruitment.

Steps to increase minority staff representation are as planned:

  - Contact key University department heads to aid in
identification of all qualified candidates.  Contact colleges
that award rehabilitation counseling degrees to solicit
minority students for VRS practicum and internships;

 - Review counselor caseloads to identify possible candidates;

 - Contact agencies serving minority groups to explain hiring
procedures;

 - Encourage local vendors, especially community rehabilitation
programs (CRPs), to adopt a minority hiring policy  (Many
Vocational Rehabilitation Counselors are hired from CRPs into
Vocational Rehabilitation Services.);

 - Contact minority affairs officers at state universities and
colleges;

 - Contact national fraternities/sororities, etc.;

 - Announce recruitment drive among various religious groups and
organizations;

 - Establish "Applicant Pool" within Vocational Rehabilitation
Service-Human Resource Development/Training Unit, acceptance
of resumes as a service;

 - Minority recruitment mailing;

 - Recruitment campaign by Area Supervisor and Region Managers;
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 - Inform DDARS Management team of the desire to recruit minority
employees.  Request that other divisions refer possible
candidates to us, who they have interviewed, who are qualified
applicants;

  - Minority staff recruitment to Region Manager and Area
Supervisor positions;

 - Periodic review of application process and perceived/real
systemic barriers which preclude persons from culturally
diverse backgrounds from applying and becoming employed with
the agency;

 - Offer internships to undergraduate students in local
Vocational Rehabilitation Services offices and Central Office;

 - Participate in local recruitment days and university job
fairs;

 - Recruit at urban universities in and out of state;

 - Recruit in counties with the largest minority populations;

 - Cultural Diversity Awareness training;

 - Establish a system to facilitate VRCs' ability to attend in-
house supervisory training;

 - Participate in regional training/local training involving
other state offices and rehabilitation facilities;

 - Become involved with local cultural events such as:  black
expos, university sponsored events and community sponsored
events; and

 - Share/send articles to local VRCs regarding changes/trends.

A pool of qualified minority applicants, as well as applicants with
disabilities has been developed and used successfully as one
resource in the hiring process. People with disabilities will
be recruited via sharing of openings with Disabled Students Service
offices at state universities and independent living centers
statewide.
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A comprehensive system of succession planning is necessary to
prevent personnel shortages and ensure the personnel necessary to
develop new initiatives/program directions.  Vocational
Rehabilitation Services will continue support of Certified
Rehabilitation Counselor accreditation by providing training
opportunities for maintenance of Certified Rehabilitation Counselor
accreditation and providing stipends for membership application and
maintenance.   All levels of management will be involved in
analyzing and projecting personnel needs.  Personnel data to plan
for managerial and professional needs will be obtained.  Managers
and Supervisors will be asked to develop continuity plans to
identify staff who are ready for promotion and those who will be
ready.  Continuity plans will be updated annually.  The
establishment of an undergraduate Rehabilitation Counseling Program
gives us a pool of graduates from which to hire.  We will also use
interns, as they become available, to encourage employment in
Vocational Rehabilitation Services.  We initiated continuity plans,
with the assistance of the Region V Rehabilitation Continuing
Education Program in 1992 on a supervisory level and this has been
on going.

Training on the reauthorization of the Rehabilitation Act has been
presented.  All staff have received copies of the changes.
Emphasis was on those aspects of the federal law which alter agency
policies.  Training was done by legal staff, training consultants,
supervisors, and regional managers and included key external
entities such as the Commission on Rehabilitation Services, the
Client Assistance Program, and community rehabilitation program
representatives, as well as all VRS staff. Training will be
repeated as necessary for new staff.

Training with community rehabilitation program staff will be
planned and implemented jointly.  The current focus of this
training is person-centered planning in the strategic planning
process.  The emphasis for all training programs will be employment
outcomes.  Through a Rehabilitation Services Administration (RSA)
Consultant Grant, counselors continue to receive technical
assistance statewide on techniques to access the local labor
market.  When this RSA grant ends, follow-up technical assistance
and guidance will be offered.  Increasing employment outcomes for
people with severe disabilities will result from this intervention.

Coordination with Workforce Development staff, Department of
Education staff, and high school transition programs will continue
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as joint training is held on transitioning students with
disabilities into the workforce statewide. The Individuals with
Disability Education Act is the focus of this joint training and
will also include an assistive technology component, as well as
changes in State law.

Training is also in the planning stage to jointly train Workforce
Development staff and Vocational Rehabilitation staff on the
resources each entity has to offer and methods for increasing
coordination of services.  This Workforce Investment Act Training
will educate our partners in disability awareness and customer
service.


